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ABSTRACT 
Effective time management is a cornerstone of successful leadership, where leaders must adeptly balance numerous 

responsibilities, deadlines, and competing priorities. This study provides a comprehensive analysis of time management strategies 

specifically tailored for leadership roles, drawing on a thorough literature review and empirical findings. Key time management 

techniques are identified, alongside their relevance to the distinct demands of leadership, with a particular focus on how these 

practices contribute to organizational success (Covey, 1994; Claessens et al., 2007). Furthermore, the paper investigates common 

challenges leaders encounter in managing time effectively, such as decision-making fatigue and priority conflicts (Macan, 1994). 

Practical, research-backed solutions are proposed to address these obstacles, aiming to support leaders in optimizing time 

management for enhanced productivity and influence. By synthesizing both theoretical and practical insights, this study 

contributes to the discourse on leadership efficacy, underscoring the vital role of effective time management in achieving 

strategic goals and fostering a productive work environment (Grissom et al., 2015; Gupta & Sharma, 2016). 
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1. INTRODUCTION   
The level of economic uncertainty in the world has significantly increased recently, with economic recovery not meeting expected 

rates. Consequently, sectors are experiencing an uptick in risk factors, leading organizations to approach strategic decision-making 

cautiously (Dierdorff). This trend is evident in businesses like Facebook, Apple, Samsung, and Alibaba, which prioritize long-term 

strategic planning to safeguard performance (Lampton). However, a risk-averse mindset may hinder leadership effectiveness and 

information dissemination within these organizations. Leadership effectiveness is gauged through evaluations that assess how leaders 

influence and direct activities toward organizational objectives (Sonmez). Only 10% of the 30,000 products that production companies 

introduce each year succeed, underscoring the importance of good leadership in achieving organizational goals (Deng). 

 

2. LITERATURE REVIEW   
Leadership Effectiveness   

Leadership is defined as “the process of facilitating individual and collective efforts to understand and influence people towards 

realizing shared objectives” (Kapur). Individual behaviors and organizational factors significantly impact a leader's effectiveness, 

often involving self-sacrificial efforts that ultimately benefit the organization (Schuetz). When leaders exhibit selflessness, employees 

are inspired and can align their own goals accordingly, enhancing motivation and commitment (Sonmez). Studies suggest that personal 

sacrifices made by leaders directly reflect their dedication to the organization’s success, furthering organizational objectives 

(Madanchian). 

 

Knowledge-Sharing Practice   

Effective knowledge sharing is vital for organizational success, as it enables resource optimization and competitiveness (Yazdanifard). 

Knowledge-sharing behaviors, which involve exchanging ideas and suggestions among team members, depend heavily on leadership 

effectiveness (Kapur). Effective leadership fosters a sense of unity within organizations, enhancing collaboration and productivity 

among employees (Sonmez). 
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Job Performance   

Job performance indicates how well individuals achieve their objectives within a given activity. Performance is integral to 

organizational success, and effective leadership plays a crucial role in motivating employees to meet organizational goals (Deep). 

Leaders who foster a productive work environment and set clear performance expectations see greater commitment from employees 

(Schuetz). 

 

3. METHODOLOGY   
This study focuses on textile companies with diverse white-collar employees across various departments. A pretest phase was 

conducted with 66 employees to ensure reliability, and subsequently, the finalized scale was administered to 507 employees using 

random sampling. The questionnaire included demographic questions and questions assessing leader effectiveness, knowledge-

sharing behaviors, job performance, and firm performance. Responses were gathered on a 5-point scale to capture insights into 

organizational dynamics (Madanchian). 

 

Studies on Time Management and Leadership   

The relationship between effective leadership and time management has been explored extensively, with research highlighting its 

impact on task prioritization, resource allocation, and delegation skills (Dierdorff). Leaders with strong time management abilities 

demonstrate better decision-making, problem-solving, and conflict-resolution skills (Schuetz). Scholars have examined how time 

management influences leadership styles, noting its impact on behaviors associated with democratic, autocratic, and transformational 

leadership (Lampton). 

 

4. IMPACT OF REMOTE WORK ON TIME MANAGEMENT 
Given the prevalence of remote work, the effects on time management and productivity were examined. Participants reported a mix 

of benefits, such as flexibility, alongside challenges, including difficulties in setting boundaries between work and personal life. This 

aligns with the findings of Brough et al. (2020), which highlighted increased burnout among remote workers due to prolonged working 

hours and challenges in disengaging from work-related tasks. 

 

“Comparatively, the findings underscore the need for tailored time management strategies within the context of remote work, 

considering the unique challenges posed by blurred boundaries. This aligns with Arunprasad et al. (2022), who emphasized 

organizational agility, suggesting that adapting time management practices to the remote work environment is crucial for sustaining 

productivity and employee well-being.” 

 

 
 

The impact of remote work on time management is multifaceted, presenting both opportunities and challenges for individuals 

navigating this evolving work landscape. While remote work offers extraordinary flexibility and autonomy, it also brings specific 

challenges related to boundary control, digital distractions, and temporal structure. By recognizing and addressing these challenges, 

individuals can cultivate resilience, adaptability, and effective time management strategies that enable them to thrive in remote work 

environments. As remote work continues to proliferate in the post-pandemic era, fostering a culture of mindfulness, boundary-setting, 

and intentional time use is essential for optimizing productivity and well-being in virtual workspaces.” (Karki) 
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5. TEAM DYNAMICS AND COLLABORATIVE TIME MANAGEMENT 
The collaborative aspect of time management within teams was explored, revealing that effective communication and shared 

calendars are pivotal in coordinating tasks and deadlines. These findings align with research by Klaic et al. (2020), emphasizing the 

importance of communication in team dynamics and goal attainment. The collaborative dimension of time management is 

particularly relevant in today’s workplace, where teamwork is critical for success (Coventry & Hays, 2021). 

 

 
 

In contrast, while digital tools facilitated communication, some participants highlighted challenges in balancing communication and 

focused work. This nuanced perspective adds depth to the understanding of collaborative time management, suggesting that optimizing 

team productivity involves not only effective communication but also strategies to mitigate distractions and interruptions. 

 

“The impact of remote work on team dynamics and collaborative time management is multifaceted, requiring organizations to adopt 

proactive strategies to foster communication, coordination, and trust among remote teams. By leveraging digital tools, establishing 

clear communication norms, and cultivating a culture of psychological safety, organizations can empower remote teams to overcome 

the challenges of distance and embrace opportunities for innovation and collaboration in digital environments. As remote work 

continues to evolve, investing in effective team dynamics and collaborative time management practices is essential for driving 

organizational performance, fostering employee engagement, and maintaining a competitive advantage in the digital age.” (Karki) 

 
 

 

Additionally, results can be extrapolated from other regions in the world. A study on the NGOs of Qatar found for example :  

“As several studies have highlighted the influence of time management on organisational (e.g. Abdullah et al., 2012; Ahmad et al., 

2012; Channar et al., 2014; Claessens et al., 2009). The study explored the concept of time management and its relationship to job 

satisfaction, job performance, job motivation and individual goals. In this respect, it is conceived that if there is poor time management, 

then the former elements would not be realised.  
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With regard to motivation, for instance, studies have shown that job motivation has a major role in organisational performance 

(Bernstein, 2011; Milne, 2007; Osabiya, 2015; Van Knippenberg, 275 2000). Generally, high levels of employee motivation present 

opportunities to perform better in the workplace. The study found that there was indeed a linkage between time management 

behaviours and organisational performance. This is the case in that time management can lead to quantifiable improvements in 

organisational performance which can be measured in different ways. The job performance can be evaluated, for instance, through 

performance appraisals. In this study, aspects of job outcomes examined included work balancing, work load and awareness building. 

These are important determinants with respect to NGOs’ performance because of the nature of organisational objectives which are 

more about the impact of NGO operations on society.” “The time management variables are captured through aspects such as 

improvement, sufficiency, automation and documentation with predictors related to importance, timeliness, involvement and 

undertaking. The study has shown that good time management has the effect of improving organisational performance. The study has 

shown that effective time management is the key to improved performance levels and that if managed properly, it not only affects the 

services rendered by employees but also helps them cope with other issues such as stress, conflicts and pressure more diligently. 

Effective time management helps to create and reinforce employees’ satisfaction, employee retention and productivity. These findings 

are largely consistent with other studies that have demonstrated similar effect of time management (e.g. Milne, 2007; Miqdadi et al., 

2014; Njagi and Malel, 2012; Nonis et al., 2011; Osabiya, 2015; Van Knippenberg, 2000).  

 Development in time management practices 

 In addressing the fifth research objective ‘explore the future development of time management practices’ the study investigated the 

changes in time management practices. In the analysis of responses from both questionnaires and interviews, the research found that 

the NGOs under investigation have gradually been coming to terms and implementing effective time management strategies. For 

instance, the Qatari-Japanese Friendship Society is having some influence on the time management practices of some individuals and 

groups in Qatar. Undoubtedly, several factors influence these time management practices. “The findings from primary data are 

supported by secondary data. The Financial Times (2005), for instance, in an article titled “a different breed of foot soldier” (see 

appendix 1), analysed the rise of Qatar from a comparative backwater to a nation rich in human as well as natural resources. The 

article reveals that: “A strange kind of revolution is taking place in the tiny energy-rich Gulf Emirate of Qatar. Until relatively recently, 

fiercely conservative peninsular state, living in the long shadow of Saudi Arabia, Qatar is asserting itself with global ambitions…. In 

Doha, the foot soldiers of change are a different breed from those crowding other Arab Capitals…. By the standards of the conservative 

autocracies of the Gulf, Qatar, is however becoming distinct in more ways than one even if it shares many of the same challenge”  To 

achieve this, he is not just changing the skyline in Doha. He is also attempting to remould the mind-set of its inhabitants” (p. 3). The 

key phrase is ‘remoulding the mind-set of its inhabitants’. This amply captures the view that both internal and external environmental 

factors can influence changes in the mind-set of people. The Doha Centre of Media Freedom, for example, is undergoing some 

dramatic changes designed to promote freedom of expression. The importance of time management is being recognised through inter-

cultural and international communications. The former refers to the communication between two persons of different cultures while 

the latter is communication between nations and governments.  

Recommendations 

 It is acknowledged that time is a scarce commodity which is a challenge for most managers and employees. There is a greater need 

for both managers and employees to engage in self management. It is recommended that NGOs in Qatar should train their managers 

and employees to acquire skills in self- management. In fact, managers should be able to make the most of their time and also help 

employees to manage their time effectively. One of the effective ways in which employees’ skills could be developed is through 

workshops. Through skill tailored workshops, employees of NGOs in Qatar can acquire time management skills which include setting 

clear goals, breaking one’s goals down into discreet steps and action planning. The employees of the Qatar NGOs should acquire 

skills which can include prioritising, focus on urgent and important matters. Organising their work schedules, list making and avoiding 

procrastination. Time is of equal importance for both personal and professional success (Channar et al., 2014). As such, harnessing 

the time management skills is imperative. Further, during the research, it was discovered that a majority of employees did not keep a 

to do list and did not use a time log. It is recommended that the employees take stock of these skills. There is need to have a reminder 

system such as a diary so that one can write down things needed to be done including appointment and work deadlines. Information 

in the diary is an essential part of action planning. The latter is necessary for time management. Managing time wisely guarantees that 

NGO leaders are able to better manage themselves and their time as well as able to assist their subordinates to learn to make the most 

of their time. Boundary setting is another recommendation because it is really a huge part of time management. Keeping a record of 

one’s activities is vital for time management, since as already mentioned, it shows the efficiency of time spent from activities that are 

classified as important and urgent to activities which are not important and neither urgent. It is clear that effective time management 

is an instrument for organisational performance. Therefore, it is recommended that NGOs in Qatar adhere strictly to effective time 

management so as to provide quality of service and achieve high levels of productivity. Every effective person must be time conscious 

and managers should continuously lay emphasis on the importance of good time management during meetings so that employees may 

recognise time as an important resource. In addition, Qatar NGOs should adopt modern technology to a high extent so that they can 

have an idea about the individual potentiality of employees in case of time management at the workplace. Information technology 

makes time management practice easier. Griep and Vantilborgh (2018) argue, for instance, that management can have access to 

modernised information technology such as different time tracking software and mobile applications. “The advanced information 

technology is quite effective in helping individuals to have control on personal time management at the workplace. The management 

of non-governmental organisations can have specific computer software to record the activities of employees in a timely manner. It 

can be added that employees are self-applicable to have records of their own performance at the workplace in a timely manner. Hence, 

it can be recommended that vast technology usage is essential for the non-governmental organisation of Qatar. Further, employees of 

Qatar NGOs need to enhance their time management skills for task categorisation which should be based on the specific time it takes 

to complete tasks. There are few times when an employee is unable to identify the time-wasting tasks at the workplace. As Anderson 

et al. (2018) suggest, employees should have developed knowledge about choosing tasks according to the criteria of time requirement. 

While each and every employee will be effective in identifying the required time of an individual task, achieving the ability of proper 

time management within the NGOs can be difficult.  
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In terms of managing and using time properly, it is essential to have recognisable knowledge of tasks and its timeline. If an employee 

is able to gain knowledge on task categorisation by time requirement, the employee will be more efficient in managing and utilising 

time properly at the workplace.  

Thus, it can be recommended that the employees are required to have personalisation on categorising tasks as per the separate timeline. 

The employees are needed to avoid multitasking activities so that they can be more effective in managing time at the workplace. 

Multitasking activities are inefficient in completing a particular task with ultimate sincerity. Bartlett and Beamish (2018) argue that 

when an employee, no matter whether the employee is performing individually or as a team member, perform more than one task at 

a single time, they are likely to have failure at the end of task completion. This is due to a division of attention towards several tasks 

at the same time. Hence, while the employee will have a tendency of performing one task at a single time, the possibility of achieving 

success is quite high. On the other hand, if an employee of the non-governmental organisation is unable to quit the nature of attempting 

multi-tasks at a single time, there are more chances of having a failure at the end of the time period. Therefore, it can be recommended 

that employees are required to avoid multitasking tendency in order to utilise time wisely at the workplace.” (Al-Marri, Saleh Hamad. 

2019) 

 

6. SUMMARY AND INFERENCE   
It is crucial to periodically evaluate whether all objectives are being met within the expected timeframe. While current time 

management models are effective, adapting them to the fast-paced technological era is essential. Effective time management supports 

positive social interactions, proactive planning, and stress reduction. By embracing these strategies, individuals can navigate the 

complexities of modern life more efficiently (Lampton). 
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